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Introduction

This User Manual explains how to use the Mailing Services Order System
Login Security Features.

Overview - Web Page Descriptions

Following are the descriptions of the Mailing Services Order System Login
Security web pages and their content:

DMB - Mailing Services Order System, Login web page
This page is the Login Page for the Mailing Services Order System. It
contains:

e User ID — the user will enter their User ID

e Password- the user will enter their password

e Enter Site — After entering the User ID and password this button is used to
access the Mailing Services Order System — start here ... page

e Current Users: Retrieve Password — This button is used to access the
Get Password page that is used to enter information for retrieving the User ID
and password.

e Click here to register as a new user — Link to the New User Information
page that is used to register a new user.

e Footer links - include links required by the Michigan.gov administrator.
Also include links to the Mailing Services web home page

Get Password web page
e User ID- the user will enter their User ID

e Email Password — This button is used to submit a request for the User ID
and password to be emailed to the user.

e Return to main page — Link to return to the DMB - Mailing Services Order
System, Login page.



New User Information web page
e User ID — the user will enter their User ID

e Agency - The drop-down box contains all the state agencies’ names that are
using the Mailing Services Order System.

e User Name — New user’'s name

e User Phone — New user’s phone number

e User Email — New user’s email address

e Submit - This button is used to submit a system access request to use the
system. The system will generate a User ID, a password, and then email the

information to the new user.

e Return to main page — Link to return to the DMB - Mailing Services Order
System, Login page.



Change Password web page
To change the user password access this page. It contains the following fields:

e Agency — The agency number (Read Only)

e User Name — The user’'s name (Read Only)

e User Phone — The users telephone number (Read Only)

e User email — The user’s GroupWise e-mail address (Read Only)

e User ID — User’s Login ID (Read Only)

e Current Password - The user’s current password

e New Password — The user’s new password

e Confirm New Password- The user would re-enter the new password to

confirm that this is the correct new password.

e Submit - This button is used to update the user’s password in the
system.

e Return to main page — Link to return to the
Mailing Services Order System — start here...page.



DMB - Mailing Services Order System, Login
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Michigan.gow | Mailing Senices

DME - Mailing Services Order System, Login

Flease Enter Your Groupwise User D

Tser ID:l

Password: |

Enter Site Current Users: Retrieve Password

Click here to register as a new user.
With questions about using the DUE - Mailing Senices Order System

Contact Matling Services at (577 322-15899
Ol ernail to; DME-MailingZery -Webform@michigan.gov

Michigan.gow Home | Mailing Services | Frivacy Poliey | Link Pelicy | Accessibility Policy | Security Policy

Copyright @ 2005 State of Michigan
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Selections:

To Access the Mailing Services Order System — start here ... page
1. Enter your User ID — the User ID is all characters to the left of the @ in
your e-mail address.

Example: email address = JohnDoel@michigan.gov
User ID = JohnDoel

2. Enter your Password

.
3. Click the button

Note: If you enter an incorrect User ID and/or Password You will receive the following
error message:

ERROR! Invalid User ID and/or Password entered.

If you receive the following error message this means that your user account is not
activated. Contact the system administrator:

You must be an activated user to enter site.



Get Password
If you forget your password click the

Current Users: Retrieve Password
button then
the Get Password page will appear:

/24 DMB - Mailing Services Order System - Microsoft Internet Explorer provided by ITSD o ] |

- Edit View Favorites Toaols  Help ﬁ

GBack -~ = - £ tat | @ search [GFavorites fMedia 4 | N S = -

Address I@ http:ffdmbusertestl, dmb.ad, state, mi, usfinternetidmb)mailingfgetP assword.asp j ﬁGo | Lirks **
I\ 1|rr-12_:uu'rr|rw1ﬂ lUget H1igan. Jot

Michigan.gov | Mailing Semices

et Password

User 1D |
{this MUST be the same as your groupwise Jogin
i)

Email Passwoard |

Return to main page
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To retrieve your password:

1. Enter your User ID — the User ID is all characters to the left of the @ in
your e-mail address.

Example: email address = JohnDoel@michigan.gov
User ID = JohnDoel

Note: If you enter an invalid User ID or your user account is not active
you will receive the following error message:
ERROR! Invalid User ID and/or Password, or account is not active yet.

) Email Fassword ) ]
2. Click the button. The message mail sent will

appear and your Use ID and password will be e-mailed to you.

3. When done click [Return to main page o return to the
DMB - Mailing Services Order System, Login page.
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New User Information

If you are a new user you must register as a new user in order to use the Mailing

Click here to register as a new user,

Services Order System. Click on the link and the New
User Information page will appear.
k} DMB - Mailing Services Order System - Microsoft Internet Explorer provided by ITSD - |EI|§|

File Edit VYiew Favaorites Tools Help ﬁ
GBack - = - (2 at | {Qhsearch  (GeFavorites GfMedia O | Eyv- S5 = -

Address I@ http: ) fdmbusertest 1, dmb, ad, state.mi.usfinternet/dmb/mailing/newUserFarm, asprtype=MNawlser
Jepartm 'd"!.uj

JiE: IdGEMent diibuaget

Michigan.gov | Mailing Services
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Mewi User Information

UserID: |
(this MUST be the same as your groupwise lagin I0)
Agency. | |
User MName: |

ser Phone: |

ser Email; |

Subrnit |

Return to main page
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To register as a new user:

1. Enter the new user’s User ID — The User ID must be the same as the new
users groupWise login ID.

2. Select the Agency from the drop down box for which the new user
belongs.

3. Enter the new user’'s name.

4. Enter the new user’s phone number.

5. Enter the new user’s email address



Subm
6. Click the button to submit the new user’s information. The

system will e-mail the request to the system administrator and the
following screen will appear:
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Michigan.gow | Mailing Senices

Mewr User Information

Within 24 hours, you will receive an e-mail containing you user ID and password. If it has
heen longer than 24 hours, please contact DME Mailing Services at: 517.322.1428 or

517.322.1899

UserITx |

(this MUST be the same as your groupwise fogin 0]
Agency. | =l
User Name: [
UserPhone: [
UserEmail [

Submit |

Return to main page j
7. Within 24 hours, you will receive an e-mail containing your user ID, password
and access information. If it has been longer than 24 hours, please contact DMB
Mailing Services at: 517.322.1428 or 517.322.1899.
E-mail Example:
%= Mail From: <DMB-MailingServ-darlingtonl@michigan.go¥ > =1a x|

File Edit WYiew Actions Tools ‘Window Help

“ 3 Cose Flreply - ElForward - 5% v| 2 = S | Bl Gy, |

Mail |Pr0perties I Personalize I

@michigan.gov =

4 Custamer

Per your requeskma new User ID and Password has been
created For the BME Mailing Services, Metered/UPS website

User ID {you will use this ID to log onto the system): MewUAT
User Password {you will use this password to log onta the system): pwxodccd

The ‘Website address is: http:hwww, state, mi,usfdmbmailingfindes. asp

8. When done click [Return to main page g return to the
DMB - Mailing Services Order System, Login page.
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Change Password

Vdnafement dntl; BUTGEL

Michigan.gov | Mailing Senices

Mailing Services Order System

start here...
Select New Custemer and select your Agency to start a new account or

enter your existing Customer Number, then click GO.

& New Customer - Agency: [ 071-MANAGEMENT AND BUDGET =
€ Customer Nurnber: | 1992-Joann Evans x|

helpful links...

= Logout of the Mailing Services Order System

= Click Here to change your passworid

>

= Using the Mailing Services Order System

> Addressing Your Desk Mail for Maxiimum Postal Discounts
= Reducing Your Mail Costs

= LS. Postal Services® Rates

= United Parcel Service UPS

= Questions / General Mailing Information / Contact_Us

= United States Post Office (USPS)

= Mailing / Postal Terms Glossary

hdichigan.gow Home | Mailing Semwices | Contact Us

Frivacy Folicy | Link Pelicy | Accessibility Policy | Security Folicy
Copyright @ 2005 State of Michigan

After logging into the system from the DMB-Mailing Services Order System
Login Page the user can change his/her password.

To change the password click on the = Click Here to change your passwori
Link under “Helpful links...”, then the Existing User Information Page
will appear

-10 -
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hdichigan.gov | Mailing Senices

Existing User Information

Agency. 071

lser Mame: testing user

User Phone: 555-55555

User email. evansl@michigan gov
User ID: testuser

Current Fassword: |

MNew Password: |

Confirm News Password: |

Submit |

Return to main page

To change the password:
1. Enter your Current Password
2. Enter your New Password

3. To confirm your New Password re-enter the new
password.

4. Click the button to change your password.
You will receive the following message: your password has
been changed, you must click on the 'Return to main page' link
at the bottom

Note: If the password has already been used
you will receive the following message:

ERROR! Password already used try again.

5. Click the [Return to main page |ink to return to the
Mailing Services Order System — start here ... page.
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Logout Of the Mailing Services Order System
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hdichigan.gov | Mailing Senices

Mailing Services Order System

start here...
Select New Customer and select your Agency to start a new account or
enter your existing Customer Number, then click GO.

& MNew Customer - Agency: [071-MANAGEMENT AND BUDGET v}
€ Custarner Nurnber: | 1992-Joann Evans =]

helpful links...

= Logout of the Mailing Services Order System
= Click Here to change your password

>

= Using the Mailing Services Order System

= Addressing Your Desk Mail for Maximum Postal Discounts
= Reducing Your Mail Costs

= LS., Postal Services” Rates

= United Parcel Service UPS

= Questions / General Mailing Infermation / Comtact_Us

> United States Post Office {(USPS)

= Mailing / Postal Terms Glossary

Michigan.gow Heme | Mailing Services | Contact Us
Privacy Policy | Link Policy | Accessibility Policy | Security Policy
Copyright @ 2005 State of Michigan

The user also MUST LOGOUT of the Mailing Services Order System.

To logout click on i= Logout of the Mailing Services Order Systeni |jink then the Logout
Page will appear.
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Logout Of the Mailing Services Order System

Michigan.gow | Mailing Semvices

N You are now logged out. Thanlk youl!

Click Here To Go Back |

Michigan.gow Home | Mailing Services | Privacy Policy | Link Policy | Accessibility Policy | Security Policy

Copyright & 2005 State of Michigan

You are now logged out of the system!!!

To log back in click on thel_Click Here To Go Back | hytton then the
DMB - Mailing Services Order System, Login page will appear.
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